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Apphcauon Number gg;e Received Date Completed
Atlanta, Georgia 30334 SEP 2 4 1985 'Al'l " 5 1986
{1 2, Person to Contact o Working Title Telephohe Number
Ieon Mathis Engineer Tech., V S e 656-6152

———

L

CA ) 7 e 2 . :
E ETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE o O e AACHIVES AND MISTORY

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 73(_1334.

Attention: Scheduling Section. : . . .
FOR AGENCY USE 1. Agdency Address ‘ ‘ FOR RECORDS MANAGEMENT USE
Application Date - Georgia Department of 'Ii'ansportatlon Application Number _
Office of Contract Admlnlstratlon 7 3 - y 6 8-ﬂ

3. Action Requested '
a. [ Establish Retention Schedule; record will continue to accumuiate.

b. [ Dispose of present accumulation; no further accumulation anticipated.
| ¢. [X¥Amend Application No.73-4683 _____ Check One: [RIXChange; [ Supercede; O Void

(4. Dates of Series 5. Records Series Title (followed by title used in office; if different)

Earliest Latest

1974 = l Present Rejected Contractor's Bid Proposal File

6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

Office of Construction is reponsible for lending technical advice to the seven(7)
istrcit Offices on construction, for reviewing the construétion within the Department -
fram the quality standpoint, for making deceisions for the State Highway Engineer related

constn;ctlon contracts and for generally overseeing constructlon projects of the '
partment.

7. Record Series Description This file contains the following documents (mclude form numbers and titles, if any):
Attach samples of the file. } _

Documents relating t0: 300t ing bid proposals submltted by contractors for the construction of
Highway projects.

Included are: Contractor's Proposal
Yy Special Provisions
Supplemental Specifications

LRt

File is arranged: Chronclogically by letting date

8. Monthly Reference Rate " How often are records referred to which are: B ] vef. per ST
One to six months old _.9_9_,____; Seven to twelve monthsold ___21____; Thirteen to twenty-four months ol i
_ o : M- Moas
twerity-five months andolder __Q..___? ‘ : 1o ;;Ll_g 5

9. Annual Rate of Accumulation of Records
% 5 .

. Letter-size drawers . _; Legal-size draWers,_t—_;;_.___;Shelves : Other (specify) 144 cu, ft, yearty

AR-50-71; Rev, 76 (Over)




i ‘ a. Is this the official copy of the series? -
If not, where is it? _ ) ‘
b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation.

X Only accepted proposals became public records
c. s this a vital record?
d. Does this series have historical or long term research value?

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these

A

Ll

.

documents be scheduled separately? : ~ . -
£, 1s the information contained in this series ever published? If ves, attachcopy,
" . Is the information contained in this series ever analyzed and/or recorded in a summarized report?
| If ves, attach copy, - -
. Xl h. Is there a duplication of this series in your office, or in another office or agency?
i ves, where? ' '
X _| _i. 1s this series for a major portion of jtl reqularly microfilmed?
X |__j. Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:

T

a. State Law e years. d. Audit period years.
b. Statute of limitation 4% years, e. Administrative need 7 years,
c. Federal law years, f. Federal retention instructions years.

Attach copy or excert of laws or regulations. Explain administrative need. : S
Office reference requires 7 year retention for current and future bid-rigging investigations,

0.C.G.A, States that all felonly prosecutions must be brought within 4 years after cammission
of crime, but provides for estension of time in certain circumstances (see attached) .

12. Approved Disposition Instructions - This agency recommends that the file series be cut off at the end of each:
' O Calendar Year; O Fisca! Year; ¥ Other June. 30 ard Dec. 31 then,

X1 Hold in the current files area 5O« month(s) ______ year(s); then
D) Transfer to local holding area; hoid — - ear(s); then
Transfer to State Records Center; hold *__.}‘E—Vear(s); then /

J25Destroy.
O Transfer to State Archives for permanent retention.

0O Other (Specify)

Cullnk
Rgcarmended retention period —ﬂl—fu{a-\l-ls ‘a-f\dm:inistrative requirements.
//
These instructions apply to all prior and future accumulations of the series.
 AgencyyHead/Designee  (Signature) | Date Records Management Officer (Signature) Date
[flrewey X. 6ot 7)o 0225l £ ek | Vs
v : / / | State Records Committes (Signature} Date

Recommendations in para-

graph 12 are approved. State Auditor/Designee | _/W A{ _ 'l"\-'J/L (!l /l ‘f/ /A

(If disapproved, attach letter ? '

of explanation.) : Secretary of State/Designee 4 M—WJ - /1 / | '-/ 3(‘
" = [ ] [ ]

. Attorney General/Designee — é: E éé
ﬁ—so—-n; Rev. 76 ) . TReverse Side
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1 e M@ Amend Appltcatlon No __13-468-A Check One: XX Change: [0 S-Jercede -0 Veid e

1 4. Dztas of Series - 5. Records Series Title (followed by title used in office; if different}
Earfiest Latest _
1974 | Present Rejected Contractor's Bid Proposal File
6. Division and Office Functien What is the function of the Division and the Office in which this record series is created?

S ig-ot _ 3136
27 e

R

APPLIT:ATION FOR RECORDS RETENTION SCHEDULE i L s A AL LT

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this farm. Forward signed ariginal to
Department of Archives and History, Records Management Dwmon, 330 Capitol Avenue, Atlanta, Georgls, 30334,
_ Attention: Scheduling Saction.

FOR AGENCY USE 1. Agency Address : | , FOR RECORDS MANAGEMENT USE

Appliatian Date . Georgia D ‘. Application Number )

_ gia Dept. of Transportation

October 9, 1984 Office of Contract Administration T13-4c8-A
Application Number Room 227 Date Recsived Date Completed

Atlanta, Georgia 30334 0CT 181984 | QDEC 071984
2. Person to Contact Working Title Telephone Number
Phil King Eng. Contract Spec. III , 656-5293

3. Action Requested _ .
a. O Estaousn Retention Schedule; record will continue to accumulate.
b. O Dispose of present accumulation: no further accumulation anticipated.

- The Qffice of Construction is responsible for lending technical advice to the seven (7)
District Offices on construction, for reviewing the construction within the Department - <
from the quality standpoint, for making decisions for the State Highway Engineer
related to construction contracts and for generally overseeing construction projects
of the Department.

7. Record Series Description This file contains the foliowmg documents (include form numbers and titles, if any):
’ . Attach samples of the file. .
Documentsrelatingto:  rejecting bid proposals submitted by contractors for the construction of
‘ highway projects

tncluded are: Contractor's Proposal ' S — -
- Special Provisions ' '
Supplemental Specifications

File is arranged: Chronologically by letting date
caN - o : .

8. Monthly Reference Rate How often are records refesred to which are:
One to six monthsoid __40_____; Seven to twelve months old _2.].___ Thirteen to twenty-four months old extensiyely
- twenty-five months and o\der___o___. ?

9. Annual Rate of Accumulation of Rerords )
Lettersizedrawers . Legalsizedrawers . ;Shelves _________ _;Other (specify) &/ €3~ ﬂm‘(s

Comticn, W Y &ty a
Tooh Gk G Gpptn T e
ARCS0-71; Rav. zs ) L © {Over)

;



R L] e e Tl o

10. Guestionnaire __(Place an "*X" in the proper colum:3) .= . ' - >

ki Beeen. P

YES | NO g
a. Is this the official copy of the series? - BT
X ___If not, where is jt? . “
X b, %caef ;hea sce(r:nga %%n aiB rgggggeanlﬂsal gg%lg?naetioaurscfg'i(r:ing éeccgur;iglslrandling? If yes, cite law or regulation.
X | c. Isthis a vital record? ' |
X d. Does this series have historical or long term research value?
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X docurnents be scheduled separately? ! .
X | _f. Isthe information contained in this series ever published? _if ves, attach coov.
g. Is the information contained in this series ever analyzed and/or recorded in a summarized report?
X If ves, attach copy.
h. Is there a duplication of this series in your office, or in another office or agency?
X If ves, where? } -
X i 1sthis series {or a2 major portion of it} regularly microfilmed?
X _1__i._Does the record series result in a computer printout?
11. Retention Requirements The following requires the series to be kept:
a. State Law _ years. d. Audit period years.
b. Statute of {imitation 4 years. e. Administrative need 1 yeers.
¢c. Federal law I _years.” f. “Federal retention instructions ..years,

Attach copy or excerpt of laws or regulations. Explain administrative need.

Office reference requires seven-year retention for current and future bid-rigging

investigations.
O.C.G.ﬁ. states that al] fe
sion of crime, but provides

ension o ime 1n_certain circumstances

1$g¥ gggsecut1on$ ?ust be broggbt within four ye?rs aft%gcﬁgngs-

See a

12. Aooraoved Disposition Instructions

This agency recommends that the file series be cut o1f at the end of sach:

O Calendar Year; KX Fiscal year; 0O Other then,
D( Hold in the current filesarea ______month(s) .1 _____ year(s); then
£'¥ Transfer to local holding area, hoid year(s); then
X¥ Transfer to State Records Center; hold year(s); then
X Destroy.
O Transfer to State Archives for permanent retention.
O Other (Specify)
Recommended retention pdéﬁpd fulfills administrative requirements.
These instructions apply to all prior and future accumulations of the series.
_A_/.gp\cy Head/Designae (Signature/} Date Records Managgmérit Officer (Signature) Date
ri , a N
| 1980 | PAe Beck Yoy
, . Sate Records Committes {Signature) Date
Recommendations in para- [ I
graph 12 are approved. State Auditor/Designee ( M (,Q»—v-)\ "" { hd
(If disspproved, attach letter
of explanation.) - % | Secretary of State/Designee W Ul ol /! -o1-
DR (W " -
Attorney General/Designee ' é 1'[
AR=50—~71; Rev. 76 {Ra




OFFICE OF THE SECRETARY OF STATE R
DEPARTMENT OF ARCHIVES AND RISTORY | *
RECORDS MANAG:M.-.VT HVISION i
iNST RUCTIONS: See Publication No 76-8M-1 for mstructxons on completing this form. Forward sugned or:gmal to ‘
Department of Archives and History, Records Managemen! Dwmon 330 Capitol Avenue Atlanta, Georgia, 30334, :

Attention: Scheduling Saction. ) .

FOR AGENCY USE 1. Agsncy Addrass | ' FOR RECORDS MANAGEMéu'r USE
i [ apotication Dawe : , : : S - [ Apptication Number :
September 18, 1978 Department of Transportation ' 7.5 \-\(98 A ;
{ | Application Number Contracts Administration Dates Received Datlc:.;mplnad 3
2 Atlanta, Ga. 30334 SEP 281978 ) OCT e erg ||

2. Parson to Contact - , : ' - Working Title _ Talephone Number
Phil King - Enar Aug IV 656-5293 :
3. Action Requested ) __— ,

: 4. [0 Estabusn Retention Schedule; record will continue to 3 accumulate. - '3
) b 01 Disposs of presant accumulation: no further accumulation anticipated. -

c._ § Amend Application No. 2.9 -aca_ Check One: 1 Change; O Superceds; O Void
! §4, Datas of Series 5. Records Serius Titls (followed by title usad in office; if different)
Earliest Latest : C -

i iad a i

1974 | Present | Rejected Contractor's Bid Proposal File
11 6. Division and Office Function What is the function of the Division and the Office in which this recard series is creatad?

The Office of Construction is reponsible for lending technical advice to the

7 District officer on construction, for reviewing the construction within the
Department from the quality standpoint, for making decisions- for the State
.| Highway Engineer related to construction contracts .and for genera11y overseelng ,
; .constructxon prOJects of the Department O , | 1

T N RN X SUE TN FCTR TR

R A
v,
b .

7. Record Series Description This file contains the foilowmg documents (include form numbers and titles, if any): ‘
“Artach samples of the file. ;

‘ Documentsre_latmgto.%‘—@'h ﬂ bid proposals subm1tted by contractors for the constructmn
of h1ghway PrOJect& , R R e _ - §

Included are: Contractor's Proposal
Special Provisions o ,
Supplemental Specifications g ' : i

File is arranged: Chronologically by letting date.
:{ 8. Manthly Reference Rate ’ How often are records refarred to which are:
One to six months old Seven to twe!ve monthsold __ 1 __; Thirteen to twenty-four months oid Y _

r.wenty five months anm

19 Annual Rats of Accumulation of Records
Letter-size drawers ———; Legalsize drawers e} Shelves

Center Type approximately 50 - 60 per year.

e : Qther (specify) _BOXES - Records

;AH—:SO—-T‘I; Rey, 78 . - . {Qvar) : T
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N " eTAT o . e g o OF SECRETAR AT
: STATE Appllcqhon for OFFICE s -.-r Y OF ST -rz
i DEPARTMENT OF ARCHIVES & HISTORY

. OF
~ 'GEORGIA RECORDS DISPOSITION STANDARD RECORDS MANAGEMENT DIVISION

h—
7. ACTION REQUESTED

3. AGENCY, Division. Suldiviaion & Administering Gifice_Address o, 4, Person to cmum T

Department of Transportation

Division of Administration Charles Goddard = - =7

1. Apptt tllm . INSTRUCTIONS: See separate Instructions dor completion "t FOE RMCORDS MANAGEMENT DIVIBION usE
/ _73 front and reverse of this form. Sign original and two coples Date lmhed Application No. '_ Date Comp!eled
2 “"f'" Appfutlon No. ~|lana forwara to Depariment of Archives and History. Attention:
- Records Management Officer. ‘//"

0ffice of Contracts Administration

Working Title . §. Tel. No.
Atlanta, Georgia 55;

ng. Auditor IV 656 5293

DISPOSE OF PRESENT ACCUMULATIONS;

ESTABLISH DISPOSITION STANDARD;
'NO FURTHER ACCUMULATION ANTICIPATED,

: RECORD WILL CONTINUE TO ACCUMULATE.
8. Earliest & Latest Dates of Sefies 9, Exact Series Title
1967 - To Pate R€JF<7# D Contractor's Bid Proposal File

TV e e e = S —— s - 4

10. What is the function of the office in which this record senes is created

" The Division of Administration provides staff support to the Department in the areas of
general accounting, audits and fiscal procedures, personnel and training, contracts
procurement and administration, equipment control, purchasing, inventory and warehouse
control, general files, records management, Department budget and air travel service,’

T 1 e s e = e S — g s . 4

11. This me contains the follownng documents (include form numbers and titles, if any. and file arrangefent):

Documents relating to bid proposals subm:.tted by contractors for the construction of
highway projects that are rejected by the Department.

Included are: Contractor's Proposal
Special Provisiomns ‘
. 7o -2: .- Supplemental Specifications

File is arranged chronologically by lettmg date.

ATTACH SAMPLES OF THE FILE

12 EQUIPMENT OCCUPIED -~ | No. of Drawers | Cu. Ft. of Records No. of Drawers Cu. Ft. of Records
L . . ' ANNUAL RATE OF ACCUMULATION . :
: Br .
Laltersize l'thﬂ J f“" e o oy - ‘ 13 20
N N : In Office(s) In Storage Areals)
" hegalsite File Drawers Ficor Bpace Occupled (Square Feel) 21 75
: . . This | Last [ Preceding] Ati Prior
“Boxes i . - .60 120 : o [p¥sars | Yesr's | Years | Years
R ' AVERAGE DAILY mENCﬁ 20 1 I'er mordth
g % . L. - 7

e e e =t

mpT e e
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P— o cm s s et e e e — b e e mrUmL . o am e ATh e T~ CAPEPRS ¢ < - 7 P s o r—

YL‘S s NO

LIMITATION . PERIOD LAW _ DECISION
(Cite Law, Statute, or other reason for the retention requirement)

a. [ JSTATE b.[ ]STATUTE OF c. [ JAUDIT d. [ ]FEDERAL e. [X]ADMINISTRATIVE f, [ ]HISTORICAL
LAW

QUESTIONNAIRE Place an "'x” in the proper column., If answer (s "YFQ picase expllln

13. Is this the Record Copy of the series? T _ _‘ T . [x_] ) ] ]
14. Is there a duplicarion of this series inanother orfice pr agency?‘ - . . o . [ } (X1-
15. Is the information containe'd in this series ever summarieed or published? Artach copy of semmary-or puplicarian. | { | ] :Li( ]
6. Bos the e cpigin g ot b spurly o The Tesecteg propgeele (X1 1)
17. Bole)l'lll'?e gepT'ue%rrﬁl'tuale, amend or terminate agency policies and procedures? oo * . o # L—A] -‘ {X].
18. Could the function be performed if the files were lost or destroyed? - ) :, - ; , rfn]: [Xi
19. Is the series (or rnaje_r portion of it) regularly microfiimed? If yes, why? S | [X) |
20. Does the record series provide data as input.to an EDP file? L1 Ix1
21. Does the record series contain documentation proddced as Eb_P printout? [ ] - fx]
22. Has the Federal Gover;:rnent ;;sned 7ine'trp:c-tiens‘. governmg ’re‘t’entionldisposition of these files? T “[‘-_-]7 '- [X]
23. Wil there be a need for these records 10 15 years_from now? If yes, what7 e e s . p] ’ [x‘]
24. RE(il;I-REMENﬁ The rellowrng requares the frles to be kept "3 ,‘ o —Yearrﬁ ;J ) — ( ) ‘,: - »

VALUE

25. AGENCY RECOMMENDATIONS Thrs agency recommends that the f|Ie series be cut off at the end of each

o[ 1 CALENDAR YEAR -[X ] FISCAL YEAR -[ ] Other
[ ] Hold in the current files area .. . month(s)/ .- ... yearls):
[X ] Transfer to ET(] State Records Center [ ] Loca! Holdmg Area; hold 3 e yEQI(S):
[ ) Transfer to State Archives for permanent retentton e -
[ ] Destroy immediately after cut-off. ‘ T e e v -
[ ] Other: (Specify) ‘ | _ R A I

e e 4

. s e AT LT T T - -
L T h - £oT o T e -

(Indicate briefly rationale for recommendations above/or write additional remarks):

then:

Bafionale: The recommended retention period fullfills administrative requirements.

T e B ST T R T Sy T e T I AR TN LT

Attach Samples of the Senes

S e A v PG

26. Recommendations © [ 1Approved [ ]Dusapproved

R T T R ey 4 ———

in Paragraph | st [Vf Approved [ ] Disapproved ﬁ"m"t" M‘"’g&““\ h
5; e £

ary of Stata

25 are: ‘ nﬂ-m;?u/[ [ ]Drsapproved

Date )

163
i ate
ﬂ 217173

B2y s

P ' Commiftee [ Approved [ ]Dssapproved J Mm '

C—_ U | —_— . e e —_—



